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"Form HR BM 1 T BST R NECOLD HETLHTIOﬁ\;-flt,E . SCHEDULE NO.ﬁg ;///
(9-1-53) To Le Submitted to the Recovds Management Division
1all of Tecords Hall of Records Comunission AR .
Cormission - ) Page No. 1
1. llequesting Agency 2. Division or Tureau of Requesting Agency
COPTROLLER CF THE TREASURY! . CASOLITIE TAX DIVISION

3. Authorization liequested (Checl only one of the squares below).

A B C o
Dispose of present: X kstablish retention sche- Microfilm and destroy
_Joriginals. Originals

accumulations Mo dule for rccords for which
additional accumulation there is a continuing accumu~ if not microfilmed would
is anticipated. Kecords laticn. The reccords will cease be retained for the peried

have ceased to have to have value to warrant their of time indicatcd.

value to warrant reten~ retention after the period of

tion, tine indicated.

L.  S¢ Description of Records 6. Rccommendation
Item | Yescribe records accurately. Include title, form number, of Hall of Re-
No. | purposec, size of documcnts, inclusive dates, quantity (cubic [cords and Roard

A or linear fect), and show recomacnded retention period. of Public Works.

" le | CORRESPOMDENCE « CINIERAL FILE h

Consists of correspendence, mostly letter size (8%% x 11v), Czﬁﬁk ,
with dealers regarding reports, adjustments, delinquencies, /4/ﬁiﬁé?iz<K}*“”%ﬂ
refunds, etc« Tiled according to type of dealership = é? A
diesel fuel, gasoline or motor carriers and then a&lphabeticals

1y therein. Occupies 3 drawers (I% cubic feet) for current
yvear in the Division's offices, State O0ffice Bullding, Anna=
polis, and 77 transfiles (115 cubic feet) in the basement
storeroom for the period 1935 = 1952, {(Annuval accumulation
about 6 cubic feet.) _
RECOME'DATION: Eetaln for 3 years after creation or receipd
and then destroy. L

" | 4
2. | OPINIONS OF THE ATTORNEY CHIERAL AND REIATED CCRRESPONDRNCE | &% &W@NM
This file is comprised of formal and informal opinions of _/%44%
the Atterney General and correspondence relative to the sube | 6?5-~*””¢Ay
ject covered in the cpinione. Occupies 1 drawer (1% cubic -
Teet) for the period 1922 to date. Annual rate of accurulae
tion is very small, - .

RECONITHDATION: Retaln permanently. . 6>¢4’“’“£‘\
3. | CORRESPONDEYCE = RiQUESTS FOR TA¥ OR REFUND FORUS ’. &é 0 - ([éyw””aa
Requests for forms received from dealers are filed separaie— ,,fﬁl: dgvﬂ/vé,aﬁv””~'
| 1y from other correspondences. Sheculd thz request be made by <EL“

telephene, a memorandunm is placed in the file. The Jate the
forms are sent 1. noted on the regrest or memorandum. The

file 13 useful as a check vhen a cdealer claims he has not re-
celved the nccessary forms angd could not, therefore, file

i

7. ngency, Divigion or Surcau Heprescrtative

-
Ry

~7/g¢€;rw¢<JQ‘-—» CHIES, (FAS0L/né TAXY P00t )2~ Y-S5z

_ Signature Title Date
“sehedule futhorized as Indicated in Disposal Authorized as Indicated in
Col. 6 by Hx11l of Rccords Commission Cols 6 by Bourd of Public Works.

DEC 14 1953

/305 /53 Mrr € Q,,[)‘Q jr DEC 14 () Dne o

-

Datc Signatire N Datc ~—"~Signaturc




Form HR-RM la
(9-1-53)

Hall of Records
Commission

REGUEST FOR RECORD RETENTION SCHEDULE

(Continuation Sheet)

SCHEDULL NO.<§;

Pago No. 2

6+ Recomnendation

L)l.
Item
Noe.

. 5. Description of Records
Deseribe records accurately. Include title, form number,
- purpose, 5ize of documents, inclusive dates, quantity (cubie

of Hall of Re—
cords and Roard
of Public Vorlksa

or lircar fecet), and show recommcndcd rctention period.

destroy.

b

G.T.
G.Ts

G.T.
G.T,
0.T.
G.T»
G.Ts

RECON ZNDATTION

his return w thin the allowed time.
pies 1 draver (1% cudbic feet) for the reriod 1952 - 1953, arid
is filed alphabetically by name of dealers

tion is approximetely 2 cublc feet.
Retain for 3 years after receipt and then

MOTOR VEHICLES FULL TAX EEPORTS FILE
This is a nonthly report submitted by dealers in motor fuels
The basic_reporting form is G.T. 1, Notor Vehicle Fuel Tax
Report (81" x 11"), prepared in duplicate = one copy is filed
in the reports file and the other is filed in the receipt fille
(see Ttem 16 of this schedule).
ing materials found in the file with Form G.T. 1t

GoTo 1eb (8:r x 117) Refinery Report (Casoline)
G.Te 100 (7" x 8% ) Claim for refund of tax on motor fuells
Schedule YAY « Reccipts at all markelb-
ing locations in Karyland from sourcés

2 (8tv x 11v)
3 (8% x 11m)

h (82" x 11v)
5 (82" x 11v)
6 (8" x 11)
7 (8% x 11m)
8 (82 x 11v)

The present file occu=

Annual accumla-

outside of Maryland,

Schedule "B' = Receipts at all markei~

irg locations in Maryland from. sources
in Maryland,.

Schedule "C" = Sales end transfers
outside of State.

Schedule "D¥ « Sales to compounders
in State,

Schedule YE' « Sales to U, S, Governd
mente
Schedule "F? = Taxable sales to res=
gistered dealers, _
Iternized statement to support Line 6
of Form G.T. 1.
Lemorandum slips for leakage, trade
returns, aviation gas (non=-taxable),
contaminated fuel, sales to airlines
adjustnents and overpayments,
Occasional correspondences

e

Listed below are the supporte:

BY
WORKES

3

A

V,._
Ic

v
’

,,
(}w
AN

14

YA o

57
1&1'1"

At the time the Divisional Auditors inspect the reporting con
cern?s books, they take the file containing the above reportg
with them. Upon return, they are refiled with the following
acdditions of the auditor:

G.To 413 (8% x 13") Auditor's Report.
GeTe 405 (8% x 13") Schedule of Differences as a result
of andit.

¥

Suprorting work papers of the auditor

(amount of such papers depends upon
the volume of dealer's business).

-

el

Secretary

~s

e
bl

33




. Form MR-RA la '
(9-1~53) REQUEST FOit RZCORN RETENTINE SCHEDULE
Hall of Tecords (Continunation Sheet)
Com:ission '

SCHEDULL NO. - i

Page lo. 3

l'io
Tten
Ho.

“or lincar fcct), and show recomicnded retention period.

5. Description of Tecords
Déseribe recerds accurately. Include title, form number,
purpose, Size of docwments, inclusive dates, quantity (cubic

l6. Recommendation
of 1all of le-
cords and Board
of Public Yorks.

Se

Discrepancies between the monthly reports and the audit are
adjusted at the time of the next monthly report following the
audit. All of the above records are fastened in heavy red
fiber board folders and are filed alphabetically by name of
reporting dealer. The file occuples 13 legal size drawers
(26 cubic feet) for the period 1947 to date. The accumla-
tion rate is approximately 2 drawers per vear (L cubic- feet).
RICOMVENDATIONS Retain for 5 years or until audited by State

DIESEL FUEL TAX REPORTS FILE
Dealers in diesel fuel must submit the following monthly re-

ports. These ares

GoT, 300 (83 x 11%) Diesel Fuel User/Seller Tax Report =
This form is prepared in duplicate, .
cne copy is filed in the reporis file
and the other is filed in the receipt
file (see Item 16 of this schedule).

G.Te 301 (8%% x 11") Receipts of cdiesel fuels

G.Te 302 (8%% x 11%) Sales of diesel fuel.

Other inclusions may bes

Purchzse reports.
Correspondence
Memorandums of delinquencies and ad=

Justmentse

The above raterial is taken by the Divisional Auditors at the
time the reporting concernt's books are audited.: The auditors

add the following items to the files

G.T. 413 (8%% x 13") Auditor's Reports
G.T. 405 (8% x 13") Schedile of Differences
Auditort's worksheets.

The file occupies a total of 10 drawers (20 cubic feet) for

RICO:IIMNDATION: Retain for 5 years or until audited by State
Auditors whichever is later, and then destroye.

POST-EXCIANGE REPCRTS OF GASOLINE SALES FOR TAX PURPOSES
Form G.T. l=c (83" x 11%), Report. of lotor Vehicle fucl sales
by Psst lxchanges (prepared in duplicate, one copy is placed
in reports file and the other in the receipt file ~ see Item
16 this schedule)., Post Exchanges and Ships Service Stores
doing business on Federal property located within Maryland
are required to submit this form and the supporting form G.T.

Auditors whichever is later and then destroye.

the period 1950 to date, accumulating at the rate of 3 drawers
per year (6 cubic feet). The material is filed alphzabeticalls

w
. X
o
L5
fod
™ .
—
e Bas)
.
ko2
> ™
Mo W
"' . o
~yo. N
— = <R
-~ = 5
Lamd | .
-~ =2
- — x uq‘
o
a

Date

3 = Schedule "2" « "Receipts of all Marketin% Locations in
)

Yarvliand from Sources n Varvland.® T e Division does not
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*Form MR-RM la : _

(9-1~53) REGUEST FOI RECORD RETENTINK SCHEDILE

Hall of Necords
Comuission

SCHEDULE WO, {

(Continuvation Sheet)
Page

Vo, h

e
Iteny
Noe.

‘Describe records accuratclye.
_purpose, size eof documents, inclusive dates, quantity (cubic
or lincar fcet), and show recomacnded retention period. ~1of Public Vorks.

5. Description of Records 6.
Include title, form number, of

all

cords and Board

Recomnendation

of Ne-~

Te

8.

audit the books of the Exchanges or Stores as Federal law

prohidits it. The reports are checked against the distribu~
tort's records at the time the distributor's books are audited,
This file occuples one drawer (2 cubic feet) for the pericd
1947 to date. It is filed elphabetically. The rate of accu~

mlatior. is very small,
RECOMENDATION: Retain for 5 years or until audited, vhich-

ever is later, and then destroy.

. . 1
1OTOR CARRIER RECIPRCCAL TAX REPORT (Y c7o R (7 RAIER-Andi T8
The primary record in the file is Form G.T. 500 (8" x 11%),
Motor Carriers' Reciprocal Tax is prepared in duplicate = one
copy is placed in reports file and the other 1s placed in the
receipt file (see Item 16 of this schedule). Foreign truckers
operating through Yaryland mist either buy fuel in Maryland
or pay a mileage tax on fuel consumed. Form G.T. 502 (5" x
8") Certificate of Receipt of otor Carriers¥ Reciprocal Tex,
acknowledgzes payment of tax. In cases where a refund is
claimed Form G.T. 503 (63" x 8") is included in“the file. The
Divisional Auditors add the following forms to the file at

time of audltbs

G.T, 113 (8% x 13%) Auditors! Reports ,
G.To LOS (8%% x 13%) Schedule of Pifferences
: - Auditors! ¥Workshoets

Since all of these reports are submitted by Virginia and West
Virginia carriers, the file is separated accordingly and ale-
phabetically therein. It occupies L drawers (8 cubic feet)
for the period July 1, 1951 to date, and accurulates at the
rate of approxim:tely 1 drawer (2 cubic feet) per year.
RECOMSIZNDATIONs Retein for 5 years after receipt or until
audited by State Auditors whichever is later, and then des=~

troye

OUT=0F=3TATE REFUND ACCOUNTS

In instances where purchasers of fuel in Maryland pay the
Haryland tax, but are using or reselling the fuel in another
state and paving that state's taxes, the Maryland tax is re-
funded upon a croperly cxecuted refund claim, This consists

of one or more of the following formsi

/

CoTo 100 (7" x 8%%) Claim for Refund of Tax on Motor
' Vehicle Fuel
GoT, 100=A (72" x 8%") Clainm for Refund of Tax on iotor

_ _ on vhich Tax has been paid to another
State. .

GeTo 103 (8" x 11m) Non-reglstered Dealers Export Report

G.Te 104 (64" x 11") Statement of Sales and/or transfers

outside of the State of laryland.

Vehicle Fuel Purchased in Maryland and

T
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"Form ‘HR-RM 1la . o
(9-~1-53) REQUEST FOR RFCORD RETENTION SCHEDULE
Hall of Records {Continuation Sheet)

Commission

2 M PR

5C

HEDULE NO.

;b

P

Page No.

ho
Item
No.

5. Description of Records
Deseribe records accurately. Include title, form number,
purpose, size of documents, inclusive dates, quantity (cubic

6+ Recommendation
of Hall of Re-
cords and Board

or 0iTeaX0T )Y RIT] ShBeIBOPIHERE CE TRiETti o8t PEXIGA«ut-0r40f Public Viorks.

9

10.

{ Fuel Delivered is the form provided by the State for this

-{cubic feet) 1951 to date. Accumulates 1 drawer (2 cubic feeb)

“{troye.

{APPLICATION FOR LICENSE

- jname of applicent and occupy 1 drawer (1} cubic feet), 1922 -

B State Shipments.
Division auditors add the following material to the filesy

. G.Te 413 (8% x 13%) Avditors! Report
G.T. 405 (83" x 137) Scheduls of Differences"
. . Auditorst Vorksheets

This file occupies 3 drawers (6 cubic feet), 1947 to dates
The present rate of accumulation is less than one drawer per
year (2 cubic feet)se It is anticipated that the new form
G.T. 100~A (above) will increase this rate. This material is
filed alphabeticallye. '

RECOMVENDATIONt Retain for S years after receipt or until
audited by State Auditors, whichever is later, and then
destroy.

COIZON CARKRIFR REPORTS )
Form G<T. 200 (8" x 14") Carrier's Report of Motor Vehicles

report, however, the report may be submitted on a form provie
ded by the reporting ccmpany, Tanker shipments are reported
on Form OCR-1, Certificate of 0il Carrier Sailing Repord,

U. S. Department of Interior form. (This form indicates tan=
kers unloading at docks in Yaryland and amount and types of
fuel,) Also included are the variocus forms used by other
States toreport the movement of fuel into Maryland. The
primary use of these reports is as a check on dealers! re-
ports to the Division. Reports are filed alphabetically by
name of reporting state or agency and occupy 3 drawers (6

PET yeaXe
RECOIZ'EADATION: Retain 3 years after recelpt and then des-

This file consists of the following application formss

GeTe 20 (3" x 11") Dealer in Motor Vehicle Fuel

G.T. 201 (8%" x 11") Carrier or Transporter of Motor
Vehicle Fuel

G.Te 303 (%" x 11") User/Seller of Diesel Fusl

G.T. 501 (8" x 11") tiotor Carrier

Licenses issued are good as long as the business remains
oporative or the license is not revoked, The number and
other pertinent data is recorded in a permanent license re=
gisters License applications are filed alphabetically by

to date. Annuel rate of accu-ulation is very small.




Form HR-RM la - - -~ - - T SCHEDULL No. _ " .
(9-1-53) @  EST FOR RECORD RETENTION SC X % A

Hall of Records (Continuation Sheet) N

’ ‘ ‘ ’ ‘ Page No.

Commission

6. Recofrendation

.

Itemy Describe records accurately. Include title, form number,

No.| purpose, slze of documents, inclusive dates, quantity (cubic [cords and Board
or lincar feet), and show recommended retention period. of Public Vlorks.

5. Description of Records
of Hall of Re-

RECOMRNDATION:
out of business and then destroy.

BONDS
Motor wvehlcle fuel

12,

Division.
State against fraud in the tax report or to enable the State
The file cou~-

to collect taxes due in cases of baniruptcy.
sists of the following forms and supporting materials

. G.T. 304 (&
_ "User". or "Seller of Diesel Fuel,"

If colleteral is deposited, these forms are used:

The file occupies 2 drawers (L cubic feet) 1951 to date and
accumlates at the rate of approximately 1 drawer (2 cubic

feet) per year. The materisl is filed by type of bond and
alphabetically therein. . -

RECO:I’TNDATION: Retain for L years after bonds have ceased
to be effective and then destroy.

REFUND FILES - .
on any fuels not used on the State's

Retain for L years after the licensee goes

This requirerment is necessary to guarantee the

x 11%) Bond for ¥otor Vehicle Fuel ®"Dealer™

Copy of the Power of Attorney
Occasional Correspondence

G.T. 305 (8%" x 11%) Collateral Bond for ®User® or "Seller
_ of Diesel Fuel."

Go T.LO3 (83" x 11") Hiscellancous Motor Vehicle Fuel Tax

, Recelpis. (See Schedule Item 16)

Refunds of taxes are nade
highvays =« boats, farm equipment, volunteer fire companies,

out-of-state dezlers, aviation pas, gas driven industrial
The basic form used 1s the G.T. 100 (7" x &%

equipnent, etc.
The following

Clain for Refund of Tax on Notor Vehicle Fuel,
supporting forms are also requireds _
*) Record of Hotor Vehicle Fuel Used

G.T. 101 (8}" x 13
GoT. 202 (53" x B5") Tank Inventory Report
Original invoices of purchases

~.

~

| drawers and 31 transfile boxes (240 cubic feet), October 1951

! Paid claims are bundled in alphabetical order in groups of S0
| and are filed 1,000 to a.drawer., They occupy 135 letterwsize

| to date in the office area of the Division and L70 transfiles
! (560 cubic feet), 1947 to October 1951 in the basement store=

rooms - _
Retain for 3 years or until audited by State

bt o

dealers and users and sellers of diesel ;%AgkﬂéJ{(
@M

fuel are req:ired to be bonded or denosit collateral with the

RICO:ANDATION e
| Auditors, vhichever is later, and then destroy.
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_ Form VMR-RM la.
(9=1~53)

Hall ef Lecords
Comiission

Re«UEST FOIl RICORN RETENTINL SCHEDULE
(Continnaticn Sheet)

SCHEDULE NO.
° b

Page lo.7

)
le 5. Description of [lecords oy
' . I »f I 6. Recomrenda

I:t;em D.cscrlbc rc.:cords accurately. Include title, form number, oi.‘ 'I'le o..(t" !.':Eion
Hoe pgr§i9se, size of doc1u.x;nts, inclusive dates, quantity (cubic cords and Bgard

or lincar fcet), and show recomacnded retention period. of Public Viorks

e

13. | REFUND CLATY COUTRCL CARD

154

16,

A S"x

8" contrcl card is raintained for each 4ndividual
claimant. About €O entrics can te made on each corde Infore
matien civen on tho card ircludes name, claim numbers, dates,
amounts, and type of fuel used These cards are used by claim
investirctors. The active file occuvles 6 double 5" x 8"
drowers (3 cubic feet) and the inactive file occuplios

sirgle drawers (L cudbic foet)s The filcs cover the period
from 1939 to date .nd are filed alphadbetically by claimantt'a
naree Annual accurmulation is very small.

RICONSENDATION: Rotain for 3 years after date of last eniry
and then desiroye

ATCTLED CHECKS

Canesled refund checks (3% x 8%%) are filed numerically in
monthly -roupse HRefunds are made from a reirbursable fund.
The checks, as thoy are returred, are reconciled with a cone
trol shoet (Bee Item 15 of this scied:le). Outstanding
checks are listed in a separate file. I:ch nonthts total
refunds are estered in the permanent books of accounte Checks
cecupy b document type drawers (23 cubie fect) 4in the office
arca for the period lay 1952 to date, and 155 docunent type
drawers and 2 check transfiles (€5 cubic feet), 19L7 to May
1952 in the basemcnt storeroon.
is approximately 20 cublc feet.
RICOLNDATION: Detain for L years or until andited, whiche-
ever 4s later, and then desiroys

CASE DISBURASTITNTS SHIET

Form C.Te 107 (1u? x 15%%) 4ndicates checks iesued, to whom,
anount, date and check nuzbore (The clain nurer and check
meber are identicale) The form is used for a control cheet
30 rceoreile returned checks «nd for the State audit. The
disburse=ent sheets for cuch month are fixed in pressure bine
ders and asccurulate ebout 3 lirear inches per month or 3 lins
car feet per yeare. Records are reteined for one vear in the
office spaces After this reriod they are retired to the bas
rent storerooms. These records occupy 27 cudbic feet for the
period 1943 « 1952 and 6 exble feet for the period 1922 = 173
Nestruction of the records for the period 1939 = 1948 was apy
proved by the Bourd of Publie Vorks on Avpst 7, 1951,
RICOITLTATIONG
is Jater, and then destroye

RECEIPT FILE
The originals of the following forms, sihich are submitted in
duplicute, are retained in this files '
(g x 11") "otor Vehicle

GeTe 1 Muel Tex Feport (Sche-

Anmal rate of accurulation

Retain for L years or until andited whichevqr

P

dule Tto- L accounts for the dupliedfte)

G.Te 1=c (8% x 11") Feport of lotor Vehicle Frel Sales by
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’SCHEDULE NO,
i .

%

Page lo. 8

.
Item
No,

5. Description of RDecords
Describe records accurately., Include title, form number,
purpose, size of documents, inclusive dates, quantity (cubic
or lincar fcet), and show recommcnded retention period,

6., Recocmnendation
of Hall of le-
cords and Board
of Public Vorks.

Post Exchanges (Schedule Item 6 ace
counts for the duplicate)
G.T, 300 (82" x 11") Diesel Fuel User/Seller Tax Report
. (Schedule Item 5 accounts for the
_ duplicate) 4
G.T, 403 (82" x 111) Miscellaneous Xotor Vehicle Fuel Tax
. Receipts (Scheduls Item 11 accounts
for duplicate)
G.T, 500 (83" x 11") Fotor Carriers' Reciprocal Tax
(Schedule Item 7 accounts for duplie
cates

The forms in this file are receipts indicating that the tax
has been paid. From these forms, entries are made in the
Cash Receipt Journal. After proving in the Journal, proper
entries are made on the Cash Receipt Ledger Sheets. A1l of
the forms in this file are necessary for audit purposes. The
receipts are filed numerically and occupy 2L document drawers
(8 cubic feet), 19L48 to date in the office area and 9 drawers
(14 cubie feets, 1922 =« 1944 in the basement storerocom. (Re-
ceipts for the period 19hh ~ 19486 were destroyed as approved
byéthe Board of Public Works at their meeting on August 7,
1951, ‘
RECOM¥INDATIONS Retain for L years or until audited by State
Auditor, whichever is later, and then destroy.




